




































































 
 
 
 
 
 
 
ALL HOURLY RATES FOR EACH CONTRACTOR ARE 

ON FILE AT THE EXECUTIVE OFFICE 



SncrroN I - Bn r RRres AND Eurrovnn BnNsrtrs

A. Proaiile a speci.fic hourly bill rate.for each of the six (6) principal job categories
in the format as shown on the Sample Contract - Part D - o.f this RFP. Do not
giae a range o.f salary .for each o! the positions - only gioe one rate based on the
minimum iob quallfications listed in this KFP under Part B, Section 2 for each of
the six (6) principal iob categories.

HOURLY BILL

JOB DESCRIPTION AND MINIMUM REQUIREMENTS RATE

Account Clerk
One year's experience in the accounting field. Knowledgeable in
accounting procedures and clerical duties. Experience in accounts
receivable, payable andf or payroll. Functions may include posting
and reconciling bank or cash accounts and reviewing transactions
for completeness. May assist accountant in preparation of reports,
answer customer inquiries and investigate complaints about
possible errors. Operates calculator or ten-key adding machine by
touch. Works under supervision of accounting supervisor or
accountant.

Data Entry Clerk
One year's experience in the operation of a key punch or key-to-
disk machine. Knowledgeable and experienced in varied
computer applications and mixed formats. Averages 10,000
keystrokes. Demonstrated ability to review, edit, proof and revise
posted data to ensure high accuracy in work examples.

Receptionistfiypist
One year's office clerical experience with the ability to answer a
minimum of 5-6lines. Requires high accuracy when taking
written messages. Answers questions and gives information to the
public andf or other clients. Types minimum 25-30 wpm.
Knowledge and skill in the use of word processing software such
as Microsoft Word 2000 or Word Perfect Corel8.0. Knowledge
and skill in the use of spreadsheet software such as Microsoft
Excel or Lotus. Proficient in the use of a fax machine, photocopy
machine and calculator.
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HOURLY BILL

,OB DESCRIPTION AND MINIMUM REQUIREMENTS RATE

Word Processing Secretary
Two years' secretarial experience and ability to type 40 wpm.
Knowledge of at least tow of the following software applications:

MS Office Software (Access, Outlook, PowerPoinf Word)
WordPerfect7.0, Word Perfect Corel8.0 Lotus Smart Suite
Microsoft Excel
Windows 98, Windows 2000 or NT Windows

Ability to use Microsoft Outlook to email, prepare calendars, and
schedule appoints, and arrange conferences and meetings. Skill in
screening office and telephone callers. Ability to organize thoughts and
exceptional gralrunar skill to compose and prepare memos, notices and
bulletins. Ability to take minutes and fast notes when required to attend
and record meeting activities.
Senior Typist Clerk
Three years' office clerical experience, one year of which must have been
at the level of Intermediate Typist Clerk. Types minimum 40 wpm and
has knowledge and skill in the use of word processing software such as
Microsoft Word 2000 or Word Perfect Corel 8.0. Knowledge and skill in
the use of spreadsheet software such as Microsoft Excel or Lotus.
Proficient in the use of a fax machine, photocopy machine and
calculator.

Administrative Analyst
Three yea/s experience in staff capacity analyzing and making
reconunendations for the solution of problems of orgarization, systems
and procedures, programs, budget, or human resources to management.
The ability to anaTyze, interpret and present complex data to
management orally or in writing. Demonstrated ability and skill to
orgatize thoughts and compose/formatwritten documents on word
processing software that include such things as recofirnendations and
comprehensive reports to management.
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B. In ad.dition to the six (6\ principal iob categories, list other comparable positions
to those in the principal classi.fications. Also,Iist other occupational categories
zuhich might be aoailable, such as programmer analyst, telephone operator and
general laborer in the.format as shown on Attachment D.

PDQ is able to provide many job category positions in addition to the six (6)

principal job categories that the Executive Office is requesting. A table of those

positions and the hourly,bill rate for each follows.

IOB DESCRIPTION AND MINIMUM REQUIREMENTS HOURLY BILL
RATE

Senior Word Processor
Three years secretarial experience. Ability to type 60 wpm. Familiar
with at least two software applications. Prepares correspondence,
reports and other documents. Able to create graphic presentations.
Attends meetings and takes notes/minutes.

Executive Secretary
Performs secretarial duties for executives in top management
positions. Skilled at working with people at all levels within an
organization. Transcribes dictation from machine or notes, handles
correspondence and makes travel arrangements. Very professional
appearance. Minimum three years experience.

Legal Secretary
Performs secretarial duties with high degree of accuracy, including
transcription from shorthand or a dictating machine. Knowledge of
legal terminology and procedures.Muy specialize in an area of law,
e.g.fax, patenf or corporate. Minimum two years experience.

General Secretary (60 wpm)
Performs secretarial and clerical duties for one or more people.
Answers and places telephone calls, distributes mail, receives visitors,
maintains files, prepares reports and makes appointments. Minimum
one year experience.
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JOB DESCRIPTION AND MINIMUM REQUIREMENTS HOURLY BILL
RATE

|unior Secretary (50 wpm)
Working knowledge of general office procedures. Does straight
typi.g of correspondence and reports. Answers telephone and takes
messages. Opens and distributes mail, maintains files and records,
gathers information and performs simple calculating. Minimum six
months general office expeiience.

Call Director Operator
Operates a call director with four to twenty lines. Can process several
calls at once, take messages, screen calls and use a voice mail system.
Pleasant phone manner. Minimum six months experience.

Inventory Clerk
Accurately counts, recotds, prices and labels inventory. May also
operate calculator or adding machine. Works most effectively with
supervision. Can be entry level position.

St#f Accountant
Prepares monthly and yearly accruals and adjustrnents, analyzes and
reconciles accounts, prepares financial statements with limited
supervision. Degree in accounting or finance required.

Full Charge Bookkeeper
Capable of working through financial statements, usually within a
medium or small sized company. Knowledge of both computerized
and manual systems.

Bookkeeper
Compiles, posts and maintains records of financial transactions.
Responsible for verifying transactions and entries into account or cash
journal. Summarizes details in separate ledgers, transfers data to
general ledger and compiles reports. May also calculate wages,
process payroll and prepare tax reports.

Accounting Technician
Experienced in tr,vo or more accounting disciplines of accounts
receivable, accounts payable, payroll and credit & collection. Does
month end analysis of accounting activities and prepares reports.
Minimum two years experience.
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JOB DESCRIPTION AND MINIMUM REQUIREMENTS

]unior Accounting Clerk
Performs clerical duties within an accounting function. May type
match pay.rnent to accounts receivable, check items on invoices and
purchase orders. May code and post to accounts and verify accuracy
by checking totals. Will prepare bank deposits and perform other
routine calculations with specific instructions. May have light or no
prior experience and should be supervised.

Forklift Operator
Certified to use single or double forklift and hand stacking as
requested. Minimum six montfu experience.

ClassAorLDrivers
Performs such duties as inventory of the product and deliveries to
assigned stops. Minimum one year on the road experience required
and clean DMV check.

Materials Handler
Loads, unloads and moves materials witlLin or near work site. Stacks,
labels, bundles material for identification. Moves materials weighing
up to 50 pounds by hand, hand truck or wheelbarrow. Keeps
accurate, simple records and follows written and verbal directions
well. Minimum six months experience.

Shipping/ Receiving Clerk
Verifies and records incoming and outgoing shipments. Prepares
items for shipping using cartons, containers and protective fillers.
Seals and labels cartons for proper identification and calculates and
records proper postage. Routes items to departments by hand, hand
truck or dolIy. Keeps accurate records and follows verbal and written
directions well. Minimum six months experience.

Light Industrial
Performs such duties as inventory taker, warehouse or production
worker and manual work including janitorial and general clean up.
Entry level position.

HOURLY BILL
RATE
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IOB DESCRIPTION AND MINIMUM REQUIREMENTS

Administrative Analyst II
Has 4*6 years experience. Capable of handling all the duties of the
Administrative Analyst I but may also be responsible for supervising
clerical staff.
Administrative Analyst III
HasT or more years of experience. Capable of handling all
responsibilities of the Administrative Analyst I and Analyst II.

Programming Manager
Five years experience in applications or systems programming and
technical support of computer systems including maintenance,
configuration and troubleshooting in IBM PC compatible or other
systems as applicable. Bachelor degree in Computer Science and two
years experience in managing programming staff.

Software/Systems Design Engineer, Senior
Engineers in this category are involved in the engineering design and
development of computer systems hardware and software.
Troubleshoots hardwaref software compatibility issues based on
systems architecfure, project requirements, customer expectations,
etc. May be involved in the creation of design specifications and the
development and application of utility progralns. Minimum five
years experience

Systems Manager
Five years experience in technical support of computer systems,
including maintenance, configuration, installation and
troubleshooting and repair of IBM PC compatible systems in DOS,
Windows, Novell LAN/WAN environments. Extensive experience
with applicable software. Bachelor degree in Computer Science.

Programmer Analyst
Performs technically difficult programming and program
maintenance. Analyzes existing systems and procedures and
determines feasibility of data processing applications; designs and
participates in the implementation of systems and computer

Progralns.

HOURLY BILL
RATE
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IOB DESCRIPTION AND MINIMUM REQUIREMENTS HOURLY BILL
RATE

Database Administrator
Works with database management systems software, coordinating
changes to, testing and implementing computer databases.
Responsible for the design and implementation of system security
protocols. Also provides advice and assistance to end-users. Provides
technical support for all hardware, software, and systems. Minimum
one year experience.

Systems Analyst
Studies specific adminisbative, scientific or engineering functions to
determine, define, and formulate the applicabitty of new or modified
application programs. Identifies all aspects of the assigned problem
and evaluates user requirements in terms of the capabilities of the
available hardware and software. Develops proper documentatiorL
which outlines the logical steps to be followed in solving the problem
and prepares systems specifications, including input and output
formats. Able to work in most aspects of application systems analysis
in accordance with acceptable practice standards. Minimum one year
experience.

Payrolling - PDQ will offer the Board of Supervisors a % mark-up over payroll costs.
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